
1



This link takes you to the ISEE homepage where you can find the Reporting Attendance 
and Enrollment Instruction Manual under ISEE Manuals.
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This link will take you to the SDE homepage.
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If you do not see Reports Attend/Enroll, contact your tech director or your district 
administrator to get access.
NOTE: The SDE Portal site may be formatted differently depending on what browser 
you use and if it gets updated. 
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Run each of these reports after every ISEE submission to check for data accuracy.
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*Ensure Student course enrollment start and end start and end dates are accurate –
especially IDLA or offsite classes.
**A 4 day week school had a calendar marked as instructional for a non-attendance 
day.
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Blue row is perfect attendance - green cells would be normal absences
Zeros may be weeks students are enrolled with no attendance...why? May be 
because they did not have correct start dates for courses, or put multiple courses in 
one period, so didn't get full attendance (i.e. students taking multiple IDLA courses, 
but being reported in one period, so SIS is not calculating correct attendance.
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After data has been submitted to ISEE, students enrolled in the wrong grade level must 
be exited using the same entry date or they will be reported (and funded) at that 
grade level. 
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You can choose to have the ADA split between districts or have a tuition agreement in 
place with the other district. If you have a tuition agreement, then be sure that both 
districts are not splitting ADA. Only one district should get ADA in that case.
JDC will get ADA and it will not be split.
Don't need to un-enroll when going to JDC, can mark absent at base school.
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This happened in the Spring so be aware this type of scenario can happen any time of 
the year:
Family enrolled in district A but was showing in both districts for 9 days. The ADA is 
split between the districts for those 9 days. Who should get ADA...did parent enroll 
and not show up for 9 days or did original district not exit them when they left...or 
somewhere in the middle? 
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Idaho district thinks student is Private/Homeschool so reporting student on a DR 
Calendar when the student is actually enrolled in another district. Per Idaho Code, this 
student should be on a regular calendar.
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This data is not currently being used for funding. 
This report shows the true enrollment count and where the student actually is –
student is only counted once
Unlike the Net Enrollment Report which counts the student as enrolled at each school 
so may be counted twice (or more).
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Highlighted fields are the net enrollment for grades 1-3 – Use these numbers to cross 
check with Building Report (See slide 18)
Grade groupings are important for funding
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You don't want to see something like this which shows zero instructional days.
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Or this. Week 22 was Thanksgiving week. Days in session could be 3 (if no school on 
Thursday and Friday) or should not be reported at all if there was no school the entire 
week. This is an issue with your District Calendar file.
Be careful if you import your calendar – check for holidays and non attendance days.
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Check for weeks with low weeks and verify if sickness, tournaments, or bad data entry 
(i.e. a 4day school with a 5day week in session.)
Bad weeks may not affect the Best 28 weeks
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Total ADA for Grades 1-3 (Building Report) divided by the sum of enrollment for 
Grades 1-3 (Net Enrollment Report)
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If you do not see Reports staffing, contact your tech director or your district 
administrator to get access.
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including Pupil Services & Admin...this is the data reported in your ISEE Staff 
Demographics file
Ensure data agrees with budgeted numbers and payroll records
Business rules: staff employment status must be active on snapshot date
Active contracts must correlate with active assignments
If the contract FTE is greater than the base salary/minimum salary, then fte is reduced 
accordingly to the same percentage
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Jane Doe needs Form 8
John Doe's FTE is reduced because salary is below minimum
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Assure all certificated instructional staff paid from general fund 10 are listed with 
correct career ladder placement and ed allocations
education and years of experience must be complete
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Assure all certificated instructional staff paid from general fund 10 are listed with 
correct career ladder placement and ed allocations
education and years of experience must be complete
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Notice cohort year data (left side) as well as current year data.
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New this year. Pupil services cohort will start one year later than teachers.
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Teacher A – Contract FTE is probably under-reported
Teacher B – Assignment FTE’s are probably under-reported – missing assignments?
Teacher C & D Contract and Assignment FTE’s don’t match so need further 
investigation.
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Please contract Kathryn Vincen for one-on-one training for this report.
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Link to the Assignment Credential Report – Be sure to use the current year’ manual.
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Snapshot of all columns 
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Active Assign = Y means the Assignment Code is a currently accepted as an endorsed 
assignment. If Active Assign = N, that assignment is no longer acceptable (i.e. 23003 
Mobility Instruction – Special Education (Gr. 9-12))
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This assignment requires a special endorsement. See the Assignment Credentials 
Manual for more information.
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This person is properly endorsed, but the assignment code does not match the grade 
level reported.
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